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Introduction 


The  purpose  of  this  guide  is  to  provide  City  departments  with  an  outline  of  the  minimum 
information  needed  to  present  a Board  of  Supervisors  Committee  with  sufficient  information  to 
support  proposed  legislation.  Such  information  is  to  be  provided  to  the  Budget  Analyst  for 
preparation  of  Committee  reports.  In  some  cases,  the  staff  of  the  Committee  Chair,  in 
consultation  with  the  Budget  Analyst,  will  place  a matter  on  consent  if  it  is  relatively  routine  and 
does  not  involve  a controversial  subject  or  complex  matter. 

Under  Board  of  Supervisors  Rule  5.40,  a Board  Committee  Chairperson  may  assign  your 
legislation  to  the  Committee's  Consent  Calendar,  even  if  it  normally  would  have  been  the 
subject  of  a Budget  Analyst  report,  such  as  for  items  that  have  fiscal  impact  as  defined  by 
Administrative  Code  Section  2.6-3.  Board  of  Supervisors  Rule  5.40  states  the  following: 

Any  committee  chair,  in  reviewing  matters  to  be  included  in  a committee  agenda, 
will  determine  whether  there  are  routine,  non-controversial  items  which  would  be 
appropriate  for  inclusion  in  a consent  agenda  section.  When  a consent  agenda  is  utilized, 
it  shall  be  shown  as  a single-numbered  item. 

a.  The  Budget  Analyst  shall  not  be  required  to  submit  reports  on  consent  agenda 

items. 

b.  Whereas  clauses  of  resolutions  and  findings  clauses  of  ordinances  should 
explain  why  the  legislation  needs  expedited  review  by  the  Board  of  Supervisors,  and  why 
the  resolutions  should  be  considered  as  routine  items  and  placed  on  a consent  agenda. 

c.  The  following  items,  and  similar  items,  may  be  placed  automatically  on  consent 
agendas  in  committee: 

1 . amendments  to  the  City  Code  that  have  no  fiscal  impact  and  have  not 
been  subjected  to  the  30-day  rule  provided  in  Rule  5.41  (which  governs 
amendments  to  the  City  Code  that  have  been  determined  by  the  President  to 
create  or  revise  major  City  policy); 

2.  specific  authorizations  to  sell  bonds; 

3.  the  refunding  of  bonds  when  done  only  to  achieve  lower  interest  rates 
and  cost  savings  for  the  City; 

4.  authorizations  for  the  acceptance  of  gifts; 

5.  authorizations  for  the  acceptance  and  expenditure  of  grant  funds; 

6.  authorizations  for  renewing  property  leases,  with  no  significant  changes 
in  the  terms  of  the  lease  (the  implementation  of  COLAs  is  not  considered  a 
significant  change  in  the  terms  of  a lease); 

7.  supplemental  appropriations  that  only  involve  non-General  Fund 
monies  or  re-appropriate  funds  that  have  been  previously  appropriated  by  the 
Board  of  Supervisors; 

8.  releases  of  reserves  under  $500,000; 

9.  other  items  that  the  Committee  Chair  and  the  Budget  Analyst  agree 
do  not  require  a Budget  Analyst's  review  and  report. 
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In  general,  the  Budget  Analyst  would  report  on  all  Finance  Committee  items  and  any  other 
Committee  item  if  it  meets  the  definition  of  fiscal  impact.  If  your  legislation  is  placed  on  a 
consent  calendar,  you  should  consult  this  reference  guide  in  the  preparation  of  written 
material  to  fully  explain  and  justify  your  legislative  matter  to  the  Board  Committee  that  is 
considering  the  item.  Please  contact  the  Budget  Analyst's  Office  at  415-554-7642  to  answer  any 
questions  you  may  have  concerning  the  provision  of  complete  and  sufficient  information  to  the 
Committee. 


NOTE: 


Under  Board  of  Supervisors  Rule  5.40,  if  a Board  of  Supervisors  Committee  or  any 
member  of  the  Committee  is  not  fully  satisfied  with  the  information  submitted  in  support 
of  your  legislation  placed  on  a Consent  Calendar,  the  Committee  or  any  member  of  the 
Committee  can  continue  the  item,  for  a minimum  of  two  weeks,  and  refer  the  item  to  the 
Office  of  the  Budget  Analyst  for  preparation  of  a report  on  your  legislation. 

Also,  the  information  you  submit  to  the  Board  Committee  Clerk  and  the  Budget  Analyst 
should  be  sent  with  the  Legislative  Checklist  provided  in  the  reference  guide  on  pages  15 
and  16  as  a cover  sheet. 


The  following  deadlines  in  advance  of  Committee  meeting  dates  must  be  met  for 
submission  of  information  supporting  Consent  Calendar  items: 


Committee 


Submission  of 
Required  Information 


Committee 
Meeting  Day 


Budget  Committee  Thursday 

Finance  and  Audits  Committee  Wednesday 

Cit>  Services  Committee  Friday 

Land  Use  Committee  Tuesday 

Rules  Committee  Thursday 


Following  Thursday 
Following  Wednesday 
Following  Thursday 
Following  Monday 
Following  Wednesday 


All  written  materials  must  be  submitted  to  the  appropriate 
Committee  Clerk  with  copies  to  the  Budget  Analyst’s  Office. 
Remember  to  use  the  Legislative  Checklist  (see  pages  15  and  16  of 
this  guide)  as  the  cover  sheet  for  such  materials. 
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General  Information 


I.l  Presentation  of  Budgetary  Information  to  Board  Committees 

Typically,  supplemental  appropriations  will  require  a Budget  Analyst  report.  However, 
some  budget  related  matters  otherwise  may  not,  such  as  a request  for  the  Finance  Committee's 
release  of  reserved  funds.  When  presenting  a requested  supplemental  appropriation,  release  of 
reserve  or  other  request  for  funding,  such  as  a grant,  first  summarize  the  request  in  words 
describing  the  purpose  of  the  request  and  services  to  be  delivered.  Provide  a summary  budget  in 
table  form  as  shown  in  the  example  below: 

Sources  of  Fund 

(detail  sources  of  funds  and  amounts) 


Budget  for  Proposed  Supplemental  Appropriation  (example) 


Permanent  Salaries,  Uniform 

$513,951 

Fringe  Benefits 

113.069 

Subtotal 

627,020 

Overtime  Salaries 

1,420,506 

Other  Current  Expenses 

45,000 

44  Computer  Workstations 

35.000 

Total 

$2,127,526 

The  general  table  above  should  be  supported  by  supporting  schedules  of  position  details, 
equipment,  services,  etc. 

When  requests  involve  creating  positions  or  hiring  new  City  staff,  the  you  should  first  indicate 
the  date  the  position(s)  will  be  filled,  the  salary  range,  the  number  of  pay  periods  remaining  in 
the  fiscal  year,  and  the  total  salary  and  fringe  benefits  request. 

Funding  requests  that  add  positions  are  always  accompanied  by  companion  legislation  in  the 
form  of  an  amendment  to  the  Annual  Salary  Ordinance.  We  have  some  standard  conventions  for 
displaying  requested  new  positions  in  a report  on  supplemental  appropriations.  The  table  below 
shows  how  to  display  new  positions  in  our  report  on  a supplemental  appropriation  request 
accompanied  by  an  amendment  to  the  Annual  Appropriation  Ordinance  and  standard  summary 
information  on  the  cost  of  the  positions: 

No.  of  Step  1 Step  5 

FTE  (Biweekly-  (Biweekly- 

Positions  Classification  Title Annual) Annual) 

18  H2N  Firefighter  $1,544  $2,164 

$40,298  $56,480 


Budget  Analyst 

3 


The  annual  cost  of  the  requested  18  positions  would  range  from  $884,944  at  Step  1,  including 
salaries  of  $725,364  and  fringe  benefits  of  $159,580,  to  $1,294,864  at  Step  5,  including  salaries 
of  $1,016,647  and  fringe  benefits  of  $278,21 7. 

Other  expenditure  details  should  be  fully  explained  and  justified  at  the  object  level. 
For  services,  professional  or  other,  describe  the  purpose  of  the  contract,  the  services 
to  be  provided,  the  necessity  for  the  services  and  specific  contractor  information. 

Equipment  should  also  be  detailed.  For  most  other  expenditures,  it  is  generally 
adequate  to  present  the  request,  explanation  and  justification  at  the  Object  level. 

You  should  always  get  the  advice  and  assistance  of  budget  manager  or  budget 
preparation  staff  within  your  department.  These  staff  are  accustomed  to  providing 
such  data  and  supporting  details  to  the  Budget  Analyst  and  Board  Committees. 


II. 2 Information  to  be  provided  on  Consultant/Contractor  Expenditures 
and  Selection  Processes 


When  submitting  budget  or  financial  information  involving  the  use  of  consultants  or 

contractors,  note  the  following  requirements. 

1)  Describe  the  method  of  selecting  the  contractor  or  consultant  - Competitive  bid 
process  (generally  for  construction  contracts).  Request  for  Proposals  or  Request 
for  Qualifications  (generally  for  professional  services  contracts),  or  Sole  Source. 
If  a sole  source  selection  was  employed,  provide  the  specific  justification  in 
writing. 

2)  Describe  work  to  be  done  and  hours  to  be  provided 

3)  Provide  hourly  rates  for  consultant/contractor  staff  by  staff  level 

4)  Total  number  of  hours  to  be  worked  by  staff 

5)  Total  budget  for  this  work 

6)  Describe  how  this  contract  was  advertised 

7)  Provide  a list  of  the  firms  that  responded  to  the  Invitation  for  Bids  or  Request 
for  Proposals  or  Qualifications 

8)  Provide  the  position  title  and  department  for  each  of  the  panelists  who  reviewed 
the  bids/proposals. 

9)  If  the  contractor  was  selected  through  a RFP  or  RFQ  process,  describe  the 
criteria  by  which  the  contractor  was  selected.  What  was  the  maximum  amount  of 
points  that  a proposal  could  receive.  What  was  the  point  value  of  the  cost  portion 
of  the  proposal. 

10)  For  RFP  or  RFQ  proposals,  provide  the  total  proposal  scores  as  awarded  by  each 
panelist  for  each  competing  firm.  Was  the  highest  scored  proposal  selected?  If 
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not,  explain  why.  Provide  the  scores  for  the  cost  portion  of  the  proposals.  If  the 
lowest  cost  proposal  received  was  not  selected,  provide  an  explanation  why.  For 
construction  contracts,  get  the  dollar  amount  of  each  bid. 

11)  Note  whether  or  not  the  lowest  bid  was  selected.  If  the  lowest  bid  was  not 
selected,  provide  a detailed  explanation  why. 

12) If  the  contractor  was  selected  on  a sole  source  basis  (i.e.,  there  was  not  a 
competitive  bid  process),  get  a detailed  explanation  as  to  why  the 
contractor/consultant  was  selected  on  a sole  source  basis. 


The  remainder  of  this  guide  provides  specific  data  and  information  that 
departments  must  provide  on  typical  items  heard  by  Board  Committees  that 
may  require  a Budget  Analyst  report  or  be  placed  on  a consent  calendar  for 
provision  of  information  by  departments  directly  to  Board  Committees. 

This  guide  is  not  intended  to  be  exhaustive,  but  to  provide  general  information 
that  will  be  useful  to  City  departments.  Again,  if  you  have  questions,  contact  the 
Budget  Analyst's  Office. 
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II.  Typical  Committee  Reports:  What  You  Need  to 
Provide  the  Committee 


II.l  Amendments  to  City  Code  (Administrative  Code,  Municipal  Code, 
Health  Code,  etc.) 

A)  Amendments  to  the  City  Code  w hich  change  fees,  such  as  permit  application  fees  or 
annual  licenses 

1 . A description  of  the  subject  fees,  when  are  they  payable  to  the  City  and  what  the  fee 
revenues  are  used  for.  For  example,  food  license  or  permit  fees  are  charged  to  San 
Francisco  businesses  that  prepare  and/or  sell  food  and  such  fees  are  intended  to  fiilly 
fund  the  costs  associated  with  enforcement  of  food  safety  laws. 

2.  Provide  an  explanation  and  reason  for  the  proposed  change. 

3.  A comparison  of  the  current  and  proposed  fees. 

4.  An  analysis  of  the  total  cost  of  providing  the  service  as  a basis  for  the  recommended 
fee,  including  indirect  or  overhead  costs  for  your  Department  and  COWCAP  indirect 
costs  for  the  City  (Verify  COWCAP  costs  with  Controller). 

5.  Current  annual  revenue  and  projections  based  on  the  proposed  fee  changes  for  the 
remainder  of  the  current  fiscal  year  and  the  next  complete  fiscal  year.. 

6.  When  were  the  fees  were  last  amended? 

7.  State  if  the  fee  changes  were  used  in  the  department’s  new  fiscal  year  budget. 

8.  Explain  other  provisions  of  the  current  code  section(s)  and  the  purpose  and  effect  of 
any  amendments. 

B)  Amendments  that  add  or  change  sections  to  the  City  Code 

1.  If  the  proposed  ordinance  amends  an  existing  code  section,  describe  the  existing 
subject  code  section  and  summarize  how  the  proposed  ordinance  would  change  the 
subject  code  section.  Indicate  the  purpose  of  the  proposed  changes. 

2.  If  the  proposed  ordinance  adds  a new  section  to  the  code,  indicate  that  the  code  does 
not  currently  address  that  topic  and  summarize  the  proposed  addition  to  the  City 
code.  Explain  the  purpose  of  the  proposed  ordinance. 

3.  State  if  there  any  costs  associated  the  proposed  ordinance  for  administration, 
enforcement,  etc.  If  other  City  departments  are  involved  somehow  and  may  incur 
costs,  have  such  departments  provide  the  Committee  with  information  on  their 
projected  costs. 

4.  Enumerate  the  costs,  such  as  additional  personnel,  materials  and  supplies, 
equipment,  etc. 

5.  Explain  if  the  costs  would  be  on-going  or  one-time  costs 

6.  Explain  how  the  department  anticipates  covering  or  offsetting  such  costs.  For 
example,  the  costs  would  be  absorbed  in  the  department’s  existing  budget  or  the 
proposed  ordinance  would  result  in  a supplemental  appropriation  or  a request  for 
additional  funds  would  be  made  during  the  annual  budget  process.  Explain  any 
impact  on  other  City  departments. 
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7.  Describe  if  the  proposed  ordinance  results  in  any  changes  in  revenue  generation.  If 
so,  explain  how  and  what  the  revenue  gain  or  loss  would  be  on  an  annual  basis. 

8.  Provide  information  on  whether  the  proposed  ordinance  has  a sunset  clause.  If  so, 
indicate  the  date  of  the  sunset  clause. 

II.2  Bonds  (Similar  information  should  be  supplied  for  other  forms  of  debt 
besides  bonds;  i.e.,  certificates  of  participation,  intergovernmental 
loans,  lease  llnancing,  etc.) 

A)  General  Obligation  Bonds 

1.  Provide  the  date  that  San  Francisco  voters  approved  the  subject  bonds  and  summarize 
the  purpose  of  the  bonds. 

2.  For  newly  approved  bonds,  indicate  the  total  amount  the  department  is  seeking 
authorization  to  issue. 

3.  With  respect  to  the  issuance  of  the  total  amount  of  the  voter-authorized  bonds, 
describe  the  general  provisions  of  the  issuance,  including: 

(a)  that  the  bonds  will  be  divided  into  series; 

(b)  the  amount  of  the  first  series  to  be  sold; 

(c)  a description  of  how  these  bonds  would  be  repaid; 

(d)  an  indication  that  the  proceeds  from  the  sale  would  be  deposited  into  a project 
account; 

(e)  a statement  that  the  City  Treasurer  may  appoint  fiscal  agents  or  financial 
institutions  to  distribute  the  bond  interest  and  principal  payments;  and 

(f)  a statement  that  the  Board  of  Supervisors  can  authorize  the  defeasance  of  any 
series  of  the  bonds. 

4.  For  requests  to  approve  the  sale  of  a series  of  bonds,  indicate  the  amount  the 
department  is  seeking  to  sell,  indicate  how  many  bonds  have  been  sold  to  date  and 
describe  the  general  provisions  of  the  sale,  including: 

(a)  when  the  sale  of  the  bonds  is  tentatively  scheduled; 

(b)  the  maximum  interest  rate  at  which  the  bonds  can  be  sold  under  the  resolution; 

(c)  the  final  maturity  date  of  the  bonds;  and 

(d)  an  indication  that  the  bonds  would  be  awarded  to  the  bidder  who  represents 
the  lowest  total  interest  cost  to  the  City. 

5.  Include  the  sources  and  uses  for  the  proceeds  from  the  proposed  sale  of  the  bonds. 

6.  Describe  the  projects  associated  with  the  bonds. 

7.  Provide  project  budgets  and  project  timelines. 

8.  Indicate  when  the  bond  proceeds  would  be  appropriated,  for  example,  during  the 
annual  budget  process  or  by  a supplemental  appropriation  ordinance.  If  this  is  not  the 
first  series,  indicate  what  has  been  previously  appropriated. 

9.  Have  the  Mayor’s  Office  of  Public  Finance  and  the  Controller  provide  a memo  to  the 
Committee  indicating: 

(a)  total  debt  service  including  interest  and  principal,  for  the  entire  issuance 
and/or  the  series  being  sold,  assuming  a stated  rate  of  interest; 

(b)  provide  term  of  debt  service  and  annual  average  debt  service  costs; 

(c)  the  increased  property  tax  rate  would  be  per  $100  of  assessed  property  value 
(Controller);  and 
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(d)  the  annual  additional  property  taxes  would  be  for  a single-family  residence  at 
an  assessed  value  of  $400,000  (Controller). 

10.  Have  the  Mayor’s  Office  of  Public  Finance  state  what  the  City’s  current  total  General 
Obligation  debt  capacity  is  and  what  the  current  estimated  outstanding  principal 
amount  of  General  Obligation  Bond  debt  is. 

B)  Revenue  Bonds 

1.  Provide  the  date  that  the  San  Francisco  voters  approved  the  subject  bonds  and 
summarize  the  purpose  of  the  bonds. 

2.  State  the  amount  of  bonds  the  department  is  seeking  to  sell,  describe  amount  of  bonds 
that  have  been  sold  to  date  and  describe  the  general  provisions  of  the  sale,  including: 

3.  (a)  when  the  sale  of  the  bonds  is  tentatively  scheduled; 

4.  (b)  the  maximum  interest  rate  the  bonds  could  be  sold  at; 

5.  (c)  the  final  maturity  date  of  the  bonds; 

6.  (d)  that  the  bonds  will  be  awarded  to  the  bidder  who  represents  the  lowest  total  interest 
cost  to  the  City;  and 

7.  (e)  a description  of  how  the  bonds  would  be  repaid. 

8.  Include  the  sources  and  uses  for  the  proceeds  from  the  proposed  sale  of  the  bonds, 
including  detail  of  bond  issuance  costs,  capitalized  interest  and  project  costs. 

9.  Describe  the  projects  associated  with  the  bonds. 

10.  Provide  project  budgets  and  project  timelines. 

11.  Provide  a memo  to  the  Committee  indicating: 

12.  total  debt  service  including  interest  and  principal,  for  the  entire  issuance  and/or  the 
series  being  sold,  assuming  a stated  rate  of  interest; 

13.  provide  term  of  debt  service  and  annual  average  debt  service  expenditures; 

14.  Indicate  when  and  in  what  manner  bond  proceeds  would  be  appropriated,  for  example, 
during  the  annual  budget  process  or  by  a supplemental  appropriation  ordinance  to  be 
submitted  at  a future  date. 

15.  Explain  if  commercial  paper  will  be  used  to  finance  project  costs  on  an  interim  basis 
until  the  revenue  bonds  will  be  sold. 

C)  Refunding  Bonds 

1 . Describe  the  original  series  of  bonds  the  refunding  bonds  will  refund,  when  San 
Francisco  voters  approved  those  bonds  and  briefly  describe  what  the  bonds  were 
originally  approved  for. 

2.  State  the  amount  of  bonds  the  department  is  seeking  to  refund  and  describe  the 
general  provisions  of  the  sale,  including: 

(a)  when  the  sale  of  the  refunding  bonds  is  tentatively  scheduled; 

(b)  the  maximum  interest  rate  the  at  which  the  refunding  bonds  can  be  sold; 

(c)  the  final  maturity  date  of  the  refunding  bonds; 

(d)  a statement  that  the  bonds  would  be  awarded  to  the  bidder  who  represents  the 
lowest  total  interest  cost  to  the  City;  and 

(e)  a description  of  how  the  refunding  bonds  would  be  repaid. 

3.  Furthermore,  indicate: 
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(a)  the  interest  rate  and  the  maturity  date  for  the  existing  bonds; 

(b)  when  the  existing  bonds  would  be  sold; 

(c)  the  current  outstanding  principal  amount  of  the  bonds  to  be  refunded;  and  whether 
the  original  bonds  will  be  called  or  defeased  if  such  bonds  are  not  callable; 

(d)  a debt  service  comparison  between  the  existing  bonds  and  the  proposed  refunding 
bonds,  and  a calculation  of  the  net  present  value  savings  of  the  refunding  bonds. 

11.3  Gifts  TO  THE  City 

16.  Describe  the  identity  of  the  donor. 

17.  Describe  the  value  of  the  gift  and  how  the  value  was  determined. 

18.  Describe  how  the  gift  would  benefit  the  Department. 

19.  If  the  gift  consists  of  equipment,  such  as  computers  or  vehicles,  or  property;  then: 

20.  (a)  determine  the  ongoing  operating  and  maintenance  costs  for  the  gift;  and 

21.  (b)  specify  how  the  ongoing  operating  and  maintenance  costs  would  be  paid. 

22.  Determine  any  ongoing  costs  related  to  the  acceptance  of  the  gift,  such  as  a 
commitment  to  provide  services  that  would  not  otherwise  be  budgeted,  and  state  the 
funding  source  for  these  expenses. 

11.4  Grants 

23.  Describe  the  source  of  funds. 

24.  Describe  the  grant-funded  project  clearly,  concisely  and  in  layman’s  terms. 

25.  Provide  context  and  detail  to  the  grant  so  that  the  proposed  project  can  be  compared  to 
current  operations. 

26.  Identify  any  ongoing  costs  for  the  Department  once  the  grant  funds  expire,  such  as  new 
personnel,  new  equipment,  new  leases,  etc  and  how  the  Department  would  fund  such 
future  costs. 

27.  If  the  grant  period  has  begun  before  the  Department  has  been  given  Board  of 
Supervisor  approval,  the  Department  should  state  why  it  is  late  in  seeking  approval  and 
the  resolution  must  provide  for  retroactivity. 

28.  State  if  the  Department  has  accepted  the  grant  or  encumbered  any  expenses  that  the 
grant  funds  would  reimburse  the  City.  The  Department  should  state  why  they  have 
either  accepted  and/or  began  expending  the  grant  funds  before  receiving  approval. 

29.  If  grant  funds  have  been  expended  or  encumbered,  state  the  amount  of  funds  that  have 
been  expended  or  encumbered  and  for  what  purpose. 

30.  If  there  is  a significant  delay  in  seeking  Board  of  Supervisor  approval  from  the  time  the 
grant  period  began,  state  how  the  proposed  project  would  be  completed  in  the 
remaining  period  of  time  available  and/or  if  the  Department  has  asked  for  or  received 
an  extension  of  the  grant  period. 

31.  If  the  grant  is  a multi-year  grant,  state  the  amount  of  the  grant  in  future  years  and  if 
future  years  would  be  included  in  the  Department’s  budget.  Include  a proposed  multi- 
year budget. 

32.  Indicate  whether  or  not  matching  funds  are  required  from  the  City,  and  if  so,  in  what 
amount  and  the  source  of  such  matching  funds. 
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33.  If  matching  funds  are  not  required  but  the  Department  is  providing  in-kind 
contributions  for  the  grant,  the  Department  should  clearly  state  how  you  are  proposing 
to  provide  in-kind  contributions.  Also  state  whether  these  in-kind  contributions  are  new 
services  to  supplement  the  grant  or  existing  services. 

34.  Provide  a detailed  budget  by  object  including  personnel  detail,  equipment  detail  and 
details  on  services/consultants/contractors.  Each  line  item  in  the  budget  should  be 
explained. 

35.  The  number  of  full  time  equivalent  positions  (FTE),  the  Job  Title,  Classification,  and 
percentage  of  fringe  benefits  should  be  clearly  stated  in  the  budget  of  the  grant.  In  most 
cases,  any  position  funded  under  a grant  should  be  “G”  coded,  or  designated  as  a grant- 
funded  position  that  would  terminate  when  the  grant  expires.  The  resolution  should 
state  that  the  position(s)  should  be  “G”  coded. 

36.  If  a portion  of  the  grant  funds  would  be  spent  on  contractual  services,  the  Department 
needs  to  clarify  how  those  contracts  were  awarded,  whether  a sole-source  or  an  REP 
process.  If  a contract  is  proposed  to  be  awarded  on  a sole  source  basis,  the  Department 
needs  to  clearly  explain  why  the  Department  chose  the  contractor.  The  Department 
should  provide  a detailed  budget  for  the  contractual  services,  including  the  number  of 
hours  dedicated  to  the  project  and  the  hourly  rate  if  applicable. 

37.  If  a Department  plans  on  work-ordering  grant  funds  to  another  Department,  the 
Department  should  note  what  Department  would  receive  the  work-order  and  what 
services  will  be  provided  for  the  work  ordered  funds. 

38.  Indicate  if  indirect  costs  were  included  in  the  budget.  If  indirect  costs  are  included,  state 
how  the  indirect  cost  rate  was  determined.  If  indirect  costs  were  not  included,  indicate 
why. 

39.  If  travel  is  included  in  the  budget,  the  Department  should  detail  how  many  people  are 
traveling,  their  identities  (i.e.  City  employees  or  consultants),  where  they  are  going  and 
for  how  long. 

40.  All  grant  reports  must  include  a form  entitled  the  “Grant  Application  Information 
Form”  with  a Disability  Access  Checklist  at  the  end. 

1 1.5  Property  Leases  (City  as  Lessor  or  City  as  Lessee) 

A)  Identify  the  property  lease,  as  one  of  the  following: 

1 . New  lease 

2.  Renewal  of  an  existing  lease 

3.  Amendment  to  an  existing  lease  (for  example,  to  include  more  or  less  space) 

B)  General  Information  for  All  Property  Leases 

1 . Purpose  of  lease 

2.  Location 

3.  Term  of  the  lease 

4.  Options  to  renew 

5.  Total  square  footage  to  be  leased 

6.  The  City  department  entering  into  the  lease 

7.  Monthly  and  annual  rent  on  a per  square  foot  basis 
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8.  Annual  maintenance  and  janitorial  costs  and  utilities 

9.  State  how  rent  will  increase  over  the  term  of  the  lease.  Explain  whether  the  rent 
increases  are  based  on  the  Consumer  Price  Index  and  if  there  is  a minimum  and 
maximum  percentage  that  the  rent  could  increase. 

10.  Compare  the  proposed  rental  rate  to  the  fair  market  value  for  comparable  space  in 
the  area  (fair  market  value  determined  by  the  Real  Estate  Division). 

1 1 . Describe  any  capital  improvements  and  whether  the  City  responsible  for  paying  for 
them.  State  if  the  lease  agreement  includes  a cap  on  the  cost  of  capital 
improvements  and  if  approval  by  the  Board  of  Supervisors  is  required  should  the 
cost  of  capital  improvements  exceeds  a certain  amount. 

12.  Identify  if  the  department,  on  behalf  of  the  City,  has  already  entered  into  the  lease 
agreement  and  the  department’s  reason  for  doing  so  prior  to  Board  of  Supervisors 
approval.  Identify  if  the  proposed  legislation  needs  to  be  amended  for  retroactivity. 

13.  If  the  proposed  lease  is  a renewal  of  an  existing  lease,  explain  the  new  rental  rate, 
how  was  it  determined,  and  the  term  of  the  renewal. 

C)  Specific  Information  if  City  is  the  Lessee: 

1 . Identify  the  landlord 

2.  Identify  if  the  landlord  is  responsible  for  utilities  and  janitorial  expenses.  If  not, 
what  is  the  estimated  monthly  and  annual  cost  to  the  City? 

3.  Identify  the  source  of  funds  for  rent  and,  if  applicable,  capital  improvements  and 
utilities  and  janitorial  services.  Verify  that  the  funds  are  sufficient. 

4.  If  this  is  a new  lease,  identify  the  proposed  use  of  space  and  the  reason  the 
department  needs  new  or  additional  space. 

5.  Compare  proposed  rent  to  be  paid  by  the  City  to  the  existing  rent  paid  by  the  City 
(total  rent  and  on  a per  square  foot  basis) 

6.  Identify  the  number  of  employees  that  will  occupy  this  leased  space.  Compare 
proposed  number  of  square  feet  per  employee  under  the  proposed  lease  to  the 
number  of  square  feet  per  employee  under  the  existing  lease 

7.  If  the  City  is  moving  from  one  leased  space  to  another,  identify  if  there  is  any 
overlap  in  time  that  rent  is  paid  at  both  locations 

D)  Specific  Information  if  City  is  the  Lessor: 

1 . Identify  the  tenant 

2.  Purpose  of  the  lease  (what  the  lessee  is  going  to  do  with  the  space,  such  as  restaurant 
or  retail  use) 

3.  Describe  rent  payment  structure  under  the  terms  of  the  lease;  i.e.,  is  the  City  to 
receive  a monthly  fixed  rent,  percentage  of  lessee's  gross  revenues  above  a minimum 
guarantee,  etc. 

4.  Annual  revenues  to  the  City  from  rent 

5.  Identify  if  the  City  is  responsible  for  covering  utilities  and  janitorial  expenses.  State 
the  estimated  monthly  and  annual  cost  to  the  City. 

6.  Describe  the  process  by  which  the  city  awarded  the  lease,  such  as  by  a competitive 
bid  process.  If  the  department  did  not  award  the  lease  through  a competitive  bid 
process,  what  is  the  potential  effect  on  revenue. 
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For  all  leases:  Director  of  Property  or  Property  Manager  for  department  should  explain 

and  provide  satisfactory  evidence  that  the  rent  is  at  a fair  market  rate. 

1 1.6  "Proposition  J"  Contracts  (City  contractors  under  Charter 

Section  10.104) 

1 . State  the  name  of  the  contractor. 

2.  Clarify  what  services  will  be  provided. 

3.  State  the  term  of  the  contract. 

4.  If  this  is  a new  contract,  then  describe  the  contractor  selection  process,  i.e.  Competitive 
bid,  the  number  of  bidders,  the  criteria  for  selection,  the  date  the  bid  was  awarded,  etc. 

5.  Provide  Controller’s  report  showing  the  cost  comparison  and  savings  of  contractor  vs. 
City  provided  service. 

6.  Identify  if  the  contractual  services  previously  certified  are  required  under  Proposition  J. 
If  so,  when? 

7.  Describe  the  terms  of  the  contract.  Include  the  termination  date  and  identify  if  it  is 
during  the  upcoming  fiscal  year.  Identify  if  the  contract  was  recently  renewed. 

8.  If  the  request  is  to  approve  the  Controller’s  certification  for  an  expired  contract  that  is 
being  renewed,  state  that  the  certification  should  be  retroactive.  If  the  Department  has 
opted  to  provide  the  services  itself  pending  approval  of  the  contract  by  the  Board  of 
Supervisors,  then  explain  that  the  department  has  been  performing  the  services  in-house. 

9.  Provide  the  Controller’s  Supplemental  Questionnaire. 

1 1.7  Release  of  Reserves 

1.  Determine  when  the  funds  were  reserved.  During  the  annual  budget  process?  At  a 
Finance  Committee  meeting? 

2.  Identify  the  source  of  funds.  General  fund?  Grant?  Federal  or  State  monies  appropriated 
during  the  annual  budget  process? 

3.  State  why  these  funds  were  put  on  reserve.  Pending  submission  to  the  Finance 
Committee  of  budget  and  contract  details?  Pending  submission  of  a report?  Verify  in 
budget  documents  why  funds  were  reserved.  Verify  that  the  Department  has  provided  all 
the  information  that  was  required  to  get  the  reserve  lifted. 

4.  Provide  a detailed  budget  for  how  reserved  funds  will  be  spent.  State  how  the  funds  be 
used.  Identify  the  number  of  people  served  by  the  program  (if  applicable). 

5.  State  the  amount  of  the  original  appropriation.  Identify  the  amount  of  the  reserve. 

6.  Identify  if  the  department  requesting  the  full  amount  of  reserved  funds  be  released  or 
only  a portion.  If  the  department  has  provided  budget  details  for  only  a portion  of  the 
reserved  funds,  only  release  the  justified  amount. 
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II. 8 Supplemental  Appropriations 


1 . Describe  the  source  of  funds,  such  as  General  Fund,  other  special  funds,  bond  proceeds, 
etc. 

2.  State  the  purpose  of  the  supplemental  appropriation  request  (revenue  shortfall,  deficit 
spending,  new  program). 

3.  Describe  in  detail  the  revenue  shortfall,  deficit  spending,  or  new  program. 

4.  If  a revenue  shortfall,  describe  what  other  department  revenues/  expenditure  reductions 
are  available  to  offset  the  shortfall. 

5.  If  deficit  spending,  provide  details  of  why  the  deficit  spending  occurred  and  a spending 
plan  for  the  remainder  of  the  fiscal  year.  Also,  provide  a copy  of  the  Controller’s  latest 
monthly  projection.  Describe  what  budgetary  provisions  the  Department  is  making  for 
the  next  fiscal  year  to  avoid  deficit  spending  in  the  coming  fiscal  year. 

6.  If  a new  program,  explain  why  the  program  is  important  and  provide  justification  for 
new  expenditures  to  fund  the  program. 

7.  Provide  a detailed  budget  for  the  supplemental  funds.  In  the  budget,  include: 

(a)  The  number  of  new  positions  and  why  these  positions  are  necessary.  Provide  the 
classification,  salaries  and  fringe  benefit  costs  for  the  supplemental  appropriation. 
Provide  the  annualized  costs  for  the  next  fiscal  year,  if  applicable. 

(b)  Because  positions  are  not  hired  immediately,  determine  the  realistic  start  date  for  the 
position  and  budget  for  the  position  for  the  actual  time  that  it  will  be  filled. 

(c)  Consultant  services  and  why  these  services  are  necessary.  Give  the  hourly  cost  and 
number  of  hours  of  the  contract.  Describe  if  the  consultant  will  be  selected  through 
RFP,  sole  source  or  competitive  bid.  If  the  consultant  is  selected  through  RF'P, 
explain  who  the  RFP  will  be  sent  to,  what  criteria  will  be  used  to  select  the 
consultant,  and  the  weight  given  to  the  cost  proposal.  Provide  a projected  budget  for 
the  consultant,  including  hours  and  hourly  rate. 

(d)  If  the  budget  includes  computers,  office  furniture,  or  other  equipment,  provide  the 
quantity  and  cost  per  item.  Explain  how  the  cost  per  item  was  determined  (vendor 
quotes,  DTIS  quote,  etc.).  If  the  costs  are  higher  than  would  be  expected  explain  the 
reason  for  such  costs.  For  example,  high  costs  for  laptop  computers. 

(e)  If  the  budget  includes  travel  expenses,  provide  details  about  the  number  of  trips,  the 
reason  for  the  trip,  the  destination,  the  cost  of  airfare  and  hotels,  and  the  number  of 
employees  taking  the  trip. 

II.9  Memoranda  of  Understanding  (MOU)  and  Other  Agreements 

1.  Provide  the  full  name  of  the  employee  organization,  the  list  of  classifications  covered  by 
the  bargaining  unit,  and  the  number  of  employees  in  the  bargaining  unit. 

2.  State  whether  the  MOU  is  a negotiated,  mediated  or  arbitrated  agreement. 

3.  Provide  the  term  of  the  MOU. 

4.  Provide  a schedule  of  wage  increases  during  the  term  of  the  MOU. 

5.  Provide  any  special  wage  adjustments  or  internal  wage  adjustments  and  the  rationale  for 
the  adjustment.  If  a salary  survey  was  conducted,  indicate  who  conducted  the  survey 
(DHR  staff,  an  external  consult,  the  employee,  the  organization). 
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6.  Provide  a list  of  other  economic  changes;  increases  in  health  benefits,  an  increase  in  the 
amount  that  the  employee  pays  toward  health  premiums,  shift  differentials,  special 
premiums,  special  step  adjustments,  longevity  pay,  holiday  pay,  additional  floating 
holidays,  overtime,  etc. 

7.  Outline  any  changes  to  fringe  benefits:  increases  in  health  benefits,  increases  in  the 
employee  share  of  premium  payments,  changes  in  the  employee  contribution  for 
retirement,  etc. 

8.  Outline  any  new  or  augmented  programs,  such  as  parental  time  off,  sick  leave  pay  out  or 
other  incentives,  performance  incentives,  special  and  extensive  training  programs,  etc. 

9.  Provide  any  changes  in  MOU  provisions  that  may  have  a major  impact  on  the 
bargaining  unit:  implementation  of  agency  shop,  compulsory  arbitration  for  grievances, 
significant  changes  in  disciplinary  appeals,  etc. 

10.  Provide  a copy  of  the  Controller's  estimates  on  the  fiscal  impact  of  the  proposed  MOU. 
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Legislative  Checklist  to  be  submitted  with  all  supporting  materials  for  items 
placed  on  a Committee  Consent  Calendar 


Board  of  Supervisors  File  Number: 

Department 

Department  Contact: 

Contact  Phone  Number: 

Type  of  Legislation  on  Consent  Calendar: 

amendments  to  the  City  Code  that  have  no  fiscal  impact  and  have  not  been 
subjected  to  the  30-day  rule  provided  in  Rule  5.41  (which  governs 
amendments  to  the  City  Code  that  have  been  determined  by  the  President  to 
create  or  revise  major  City  policy); 

^2  specific  authorizations  to  sell  bonds; 

the  refunding  of  bonds  when  done  only  to  achieve  lower  interest  rates  and 
cost  savings  for  the  City; 

G authorizations  for  the  acceptance  of  gifts; 

LI  authorizations  for  the  acceptance  and  expenditure  of  grant  funds; 

authorizations  for  renewing  property  leases,  with  no  significant  changes  in 
the  terms  of  the  lease  (the  implementation  of  COLAs  is  not  considered  a 
significant  change  in  the  terms  of  a lease); 

1^  supplemental  appropriations  that  only  involve  non-General  Fund  monies  or 
re-appropriate  funds  that  have  been  previously  appropriated  by  the  Board  of 
Supervisors; 

D releases  of  reserves  under  $500,000; 

L]  other  items  that  the  Committee  Chair  and  the  Budget  Analyst  agree  do  not 
require  a Budget  Analyst's  review  and  report. 

Description: 
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Legislative  Checklist 
Page  2 of  2 


Presentation  of  Budeetarv  Information  to  Board  Committees  in  Conformance  with 
Budget  Analyst  Reference  Guide 

Summary  budget  information  included 
Gl  Position  Detail  Information 
G Equipment  Detail  Information 
CJ  Capital/Facilities  Improvement  Project  Information 

Consultant/Contractor  Expenditures  and  Selection  Processes 
Q Written  explanation  and  justification  for  budget  request. 

Information  provided  in  Conformance  with  Budget  Analyst  Reference  Guide  for 
the  following: 

Amendments  to  City  Code  (Administrative  Code,  Municipal  Code,  Health 
Code,  etc.) 

Issuance  of  Debt  (i.e..  Bonds) 

G Gifts  to  the  City 

Grants  (authorization  to  apply  for,  accept  and  expend) 

G Property  Leases  - City  as  Lessor 
G Property  Leases  - City  as  Lessee 

C]  "Proposition  J"  Contracts  (City  contractors  under  Charter  Section  10.104) 

L]  Releases  of  Reserves 
C]  Supplemental  Appropriations 

1^  Memoranda  of  Understanding  (MOU)  and  other  Agreements 
Other  Information  Provided: 
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